4388-38 (X 15)
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTOR
. RECORDS MANAGEMENT DIVISION
INSTRUCTICNS: See Publica?'on No. 76—RM—1 for instructions on completing this form. Forward signed ‘original to
Cepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Attanta nueofglu 303"4 '
Attention: Scheduling Sectson S . : .

!

: FOR AGENCY USE 1. Agency Addre;s R N " FoR RECORDS MANAGEMENT USE
Apptication Date Georgla Ports Authority B Appiication Number

i o Finance lesion, Payrol}’ Deparﬁ'men“r : -

1. B8/26/85 Post Office Box 2406 qujml 27~ — &Dh

i ‘ Savannah, Georgia 31402 _ , g+ N No ted...

P 110 | o | Mubsjoey  [NOV2 1og3

. 2. Parson to Contact : o " Working Title - - Telephons Number

Jim Spann C AccounTing Sugervisdr' 964-3902
3 Action Requested = . _ ' '
3. J Estaousn Retention Schedula- record will continue to accumulate.

b. (O Disposs of presant accumula on: no further accumulation anticipated.

¢. _C Amend Application No. . 79-127 ___ Check One: [J Change; (¥ Supercede; [J Void
' 1, Datas of Series 15 Remrds Series Title (followed by title used in office; if different)
| Zarliest Latest

1956 | To Date Perlodlc Payrol |l Reports File

€. Division and Oﬁaee Function . _ Whats the function of the Division and the Office in whuch this rmrd series is created?

i
i The D|recfor of Flnance is responsnb!e for. +the accounTs of the Au+hor|+y and esTabllshes and_
f maintains accounting methods and procedures for the Authority. -He approves all expenses;

is responsible for the auditing and accounfing provisions of all contracts, leases and
agreements of the Authority; provides protection of the assets with adequate internal. confrol
procedures and assures proper insurance coverages for the Authority's properties; and :
coordinates the preparation of the annual budget with the various divisions. Under his
supervision, monthly financial reports are pub]ished and related financial and cosT data

{ records are prepared and distributed. ™ ‘

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):

Attach samples of the file.
Documents refating to: Payroll 1nformation.
included are: Supporting documents f:or‘ payroll registers: vacation requests, company

retirement, wage earner's plan, policy & payments, summons of garnish-
ments, policy & payments, federal, state, FICA tax information, '

. Workmen s Compensation reporTs, tife Insurance payments, railroad

‘ retirement tax, etc.,

- File is arranged: Alphabetical

8. Monthly Referenca Rate How often are records referred to which are:
Cne 10 six months oid __Qé_i_.l.‘/.__: Saven to tweive months oid __d_a_i_ly__: Thirtesn to twenty-four months old 12
twenty-five months and older \ 8 ?

'
——_ ————

li ;

- b iy

o

9. Annual Rats of Accumulation of Rerords

. Letter-size drawers e Logal-size drawers ; Shelves ; Qther [specify)

AR=S0=71; Aev. 78 ) S - {Over}

——— - — - —_—— - . -— e — — _— i —— — = - e ——




R da Bl . M B b B

vES | NO | 10. Questionnaire  {Place an "X“ in the proper column} ) _ "-_;
a. Is this the official copy of the series? e | - Tt
X If not, where is i1? _ j R
X b. Does the series contain confidential information requiring security handling? If ves, cite law or requiation. . i
, - : ' A :
5 ¢. s this a vital record? : . : gl ! !
d. Does this series have h:stoncal or long term research vaiue? |ong Term y B
e. When one or two documents in the file Mmake it necessarv to keep the entire frie for a long period, could these §
X documents be s&edu&d}ﬁﬂ.ﬁ.ﬂﬁlv? i
X1 .t s thulioﬂmmmmmngdwmwmm COOv, |
g. s the information contained in thus serias aver analyzed and/or recorded in a summanzed repcrt?
i X _If ves, attach coov, ‘
h. Is there a duplication of this series in your office, or in another office or agencv?
X )t ves, where?
14 lmuunmmmn_aﬁm_mmuy_mmiﬂmed? e
X 1 L Does the racord series result in a comouter printoue? ’
11. Retention Requirements  The following requiras the series to be kept: |
a. State Law ? 4 years. . d, Audit period : years. :
b. Statute of limitation —._.years, e. Administrative need ' D . ..years,
3. Federal law e Y0TTS, - §, Faderal retention instructions — .o o= X years.

Arttach copy or excerpt of laws or regulations. Expléih :aiirriihi?.trat'ive need. T inny o o ' o

1. - . . T - s

: - ' Payroll Manager has” de'rermined ’rha'l' she needs 'I'o reTaIn these
records for 5 Veaﬁs due 'I'o refer‘ence reques*l‘s. - , , : :

-

112 Anumved Dlsposmon lnstructions ' “Thls agency recommends that the f:le series be cut oﬁ at thu end of sach:

B Calendar Year- m] Fascal Year: C! Othar — ] fn__e—n'

month(s) N fear(s)  then or un‘hl audi'i's are comple'l'ed

year(s); then
year(s); then

£ Hoid in the current files area
B} Transter to local holding area, hoid
O Transfer to State Records Center; hoid
&3 Oestroy.

0 Transfer to State Archives for parmanent retention, .
O Other [Specify)

These instructions apply to all prior and future accumulations of the saries.

| Agency Head/Designee (Signature) Qate Rem}s Management Qfficer @namﬁ/ - Date
__/A 4'4/ / Y7 2 “///‘P 4 ( L4 &"Z \_//Z_Je/fi:f A\ L e d—&
: : v | . State Records Committes [Sighature) ' Date
Recommendations in para- - < =~ _ _
graph 12 are approved, State Auditor/Designes w lo- /2-—'§ 3
{If disapproved, attach letter | ) : R
of explanation.) cretary of State/Designee 4 MM (st~ q/ 9&3

I Attarnay Generai/Dasignes

‘z




4388-38 ax IS

APPLICATIQN.FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE protiie L
RECORDS MANAGEMENT DIVISION

- INSTRUCTIONS See Publicatipn No. 76—-RM-1 for instructions on completing this form. Forward signed original to

Department of Archives and Histary, Records Management Division, 330 Capital Avenue, Atlanta Qeorgna 30334,
Attention: Scheduling Section,

. . £

t FOR AGENCY USE 1. Agency Address | : 'FOR RECORDS MANAGEMENT USE

" Appiication Oste Eeorg[a EOF'"'S AU"'hgr' *VI | D ‘i" ;- Application Number :
Ihance lVISIOﬂ, ayro eparTmen .

| 6/27/79 |  Post Office Box 2406 79-127

Applicgtion Number

Savannah, Georgia 3402 . Date Recsived - Date Comgpteted
o9 . NC |
§ 1973 |JuL_20 1979

2.

%rwn to Contact Working Title

Telephons Number
Robert Parsons

Director of Finance g 964-1721, # 210

%
3
s
13,
|
i

Action Requested ' b
3. X Estaonsn Retention Schedule; fecord will continue to accumulate.

b. O Dispose of prasent accumulation: no further accumulation anticipated.

¢ — Amend Agghcanon No. ... Check One: {J Change; 01 Suparcede: O Void

T3, Oetes of Seriss §. Racords Series Title {fcllowsd by ttle used in offica; if differant)
Sarliagy Latest
: 1956 | To Date Perlodlc Payrol!l Reports Flle :
. 18, Sinaon and GHice Function What is the function of the Division and the Office in which this record saries s res o3
¢ . The Director of Finance is responsibie for the accounts of the Authority and establishes
i ¢ and maintains accounting methods and procedures’ for the Authority. He approves all expenses
[ for the Directors' meetings; is respoesible for the auditing and accounting provisions of
H all contracts, leases and agreements of the Authofity; provides profection of the assets
. with adequate internal control procedures and assures proper Insurance coverages for the
: Au+hor|+y s properties; and coordinates the preparation of the annual budget with the
. { ~--various divisions. - Under his supervision, monthly financial reports are publlsheg and
P related financial and cost data records are prepared and distributed., The purchasing
: function Is alsc a part of his responsibility as well as the maintenance of all con+rac+s,
) leases and agreements of the Authority.
-‘ 7. Record Series Oescription This file conzains the fol!owlrg dccuments Imclude form numbers and titles, if any}
p I _ Attach sampies of the file, . - . . _ B
: Documents relating to: Payroll ' L - .
}'i indluged are: - Suppor}fng'documén+s for payroll registers® vacation requests, company
: retirement, wage earner's plan, policy & payments, summons of
: garnishmenfs , policy & payments, federal, state, FICA tax information,
L Workmen's compensatlion reports, |ife lnsurance paymenfs, rallroad
: l retirement tax, etc. (See attached listing)
{
Fiie is arranged: Alphabetical
a. Monthly Referenca Rate How often are records referred to which are:

One to six months old ; Seven to tweive months oid . _...; Thirteen to twenty-four months old e _.;
twanty-five monthsandolder . 7

-

9. Annual Rame of Accumuiation of Rerords '
Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify}
:E-so-n: Rev. 76 = B . fdwi




e | v Ve WAMTIAIGUI DI Y \Flal 30 A 1IN TNE progar columni} . i

a. Is this the official copy of the series? | 4 e | “T
X if not, where is it? . T : ‘ .
X b. w&%m contain confidential mfarmatlon requiring secuntv handlmg? It yes, cite law or regulation, !:
X c. Is this a vital record? ! | ~
X d. Does this series have historical or long term research value? Long Term S
. When one or two documents in the file make it necessary to keep the entire file for:a long penod could these
X dqcumm.be_mm:d_:gmm\t’
X £ 13 i i i ' ;,jnaduoov. ol
g. is the mformanon contained in thu series ever analvzed and/or recorded in a summanzed report?
X If yes attach copy. :
f, h. Is thare a duplication of this series in your office, or in anather office or agency?
: X f ves. where?
X1 1Lls mfisLmEMQMMmMMMMgd’

I Does the record series result in 3 computer printqug?’ .

| 11, Retention Requirements The following requires the series to be kept:

§ a. State Law 4 years. ' d. Audit period _ ——e . YeETS,
: b. Statute of limitstion - . years, e. Administrative need years,
iz, Bnderaliaw . o e @SS, %, Federal retention instructions - 4 years.

; Attach copy or excerpt of laws or requlations. Explain administrative need. P .
CFR 31.6001-1 ; - : -
CFR 20, 404,120], 404,1256 _ i

.
i - - . o - ST o - - - P L. R - . A I

12. Aporaved D'ispoij_tibn lﬁﬂ_ry_éﬁons . Thls agencv recommends that the f:le series be cut off at tha end of each

S ECalandarYear.D F:ml vear; {J Other . - —e tnen‘

3 Hold in the current files area -~ rhonth(s) _ year{s); then O ‘until state and commerclal @udits :
@ Transferto locat holding area, hold .- 3 year(s):then - - - are comple'l'ed whichever fs la'rer‘ f
O Transtfer to State Records Center; hold _year(s); then o |
& Destroy. _ ) “
O Transfer to Stats Archives for permanent retention. ©d
Q Other (Specify) ‘

>
A AN Ll ok ey S WA

* There is a state wide common schedule with this same title; however, the contents of ,
that serles are not the same as the contents of this file. The retention period for |
the state wide common schedule is 3 years. We believe federal lawjrequires information
involving tax records to_be refalned at least for a persod of.ifve%years. (Federal L |

3 ok L LT

“Réglster)

These instructions apply to ail prior and future accumulations of the series.

| Agency Head/Designee (Signature) ___Date Records Manaqemént Officer (Signature) Date '
T LS | 2r59 | Care) My SOt | goarr
- ‘ 7 _ 2 £ S
' Stats Records Committee (Signature) Date

Recommendations in para- | ‘
graph 12 are approved. ~ State Auditor/Designed
i

{If disapproved, attach letter
of explanation.) Secfe%tateloesignee

' Attomev Genergl ’Desfanee

T g s, o iplen + ke g " A S g a =l L A e T L a ey g e e -

| 7’/277
! 7-14-79

SRS Z”fL




